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DEPARTMENT OF TRANSPORTATION
STATE OF GEORGIA

INTERDEPARTMENT CORRESPONDENCE

DATE:  June 29, 2009

FROM: Vance C. ___S_mw_.,)‘.ommissioncr
s (L
TO: Division Directors, Office Heads, Special Staff and District Engineers

SUBJECT: EQUAL EMPLOYMENT OPPORTUNITIES POLICY STATEMENT

The Georgia Department of Transportation will continue its policy of prohibiting discrimination against
employces and applicants for employment due to race, color. sex, religion, age, handicap or national origin; and
prohibiting scxual harassment. Equal Employment Opportunities will be afforded to all cmployees and
applicants for employment within the Department.

Implementation of Yqual Employment Opportunitics Programs is the responsibility of each manager and
supervisor. Your positive actions and attitudes will result in a successful EEO Program.

All employment practices including recruiting, hiring, transferring, promoting, training, compensating, and other
benefits are to be administered in a non-discriminatory manner.

The Human Resources Director, the Equal Employment Opportunity Division Director, and the Assistant Equal
Opportunity Administrator are available to assist you in discharging your responsibilitics in implementing the
Affirmative Action Program.

I am committed to and support the EEQ Program and will expect your continued cooperation and assistance in
this program.
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ORDER OF THE COMMISSIONER

DELEGATION OF AUTHORITY FOR
EQUAL EMPLOYMENT OPPORTUNITY DIVISION DIRECTOR

Notice is hereby given that 1 have delegated to the Director, Equal Employment Opportunity Division
(EEQ), responsibility for administration and implementation of the Equal Employment Opportunity
Program, including the total integration of equal opportunity into all facets of the Georgia Department of
Transportation, consistent with Codc of Federal Register (CFR) 23, Subpart 200. Such authority
includes, but is not limited to, the following:

° Overall administration of Internal and External Civil Rights Programs;
° Develop a budget sufficient to carry out duties and responsibilitics of the Division;
e Devclop policics and procedures that enhance equal opportunity and affirmative action

that will cnsure fair and cquitablc treatment;

® Acts as Liaison to Commissioner for governmental concerns and public policy, related to
EEO Program matters;

e Counsels employees, managers, and administrators on equal opportunity matters.

IT IS HEREBY ORDERED, effective upon my signature that the Director, EEO Division, is empowered
to direct and cxccute the responsibilities of the EEO Division. This Dclegation of Authority is effective
concurrent with the cffective date of the Regulations CFR 23, Subpart 200 and shall continue in effect
until a rescission order has been issued.

Nothing in the above is intended or shall be interpreted to prohibit the Commissioner of the Department
of Transportation from executing any action necessary to further Equal Employment Opportunity
Programs.

DONE and ORDERED this: _S¢ day of June, 2009

/,
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Vance C. Smith, Jr., Commissi'oﬁ/er
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A. GENERAL INFORMATION:
e Equal Employment Opportunity Policy Statement
e  Organizational Chart

e Statement of Commitment

B. AGENCY WORKFORCE
The current Commissioner's staff of GDOT includes a Commissioner, one Deputy Commissioner,
one Chicf Engineer, one Treasurer and nine Division Directors. They have responsibility for the

Department's ninc divisions and seven districts.

The statewide employce workforce total as of August 14, 2009 consisted of 5,406 salaried
employces (full and part-time); females accounted for 22 percent and minorities accounted for 40

percent of the total salaried employces (See Appendix Section for EEQ-4 Report).

C.  GDOT’s EEO STAFF ROLES AND RESPONSIBILITIES

The ultimate responsibility for the implementation of the Affirmative Action Program (AAP) rests
with the Georgia Department of Transportation’s Commissioner. The Commissioner is responsible
for reviewing and approving the AAP. The Deputy Commissioner directs the affirmative action

programs for GDO'I". This responsibility includes the supervision, reviewing, and monitoring of all

activities assigned to the EEO/AA Division Director.

The success of GDOT's AAP is dependent upon the commitment of Division Directors,
Administrators, District Engincers, managers, supervisors, and all employces. However, to ensure
the successful implementation of the AAP, key individuals have responsibility for various aspects of

the AAP. The time devoted to the implementation of the plan has been distributed as follows:
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EEO DIVISION DIRECTOR

The Equal Opportunity Division is also responsible for the administration of both contractor and
departmental EEQ Compliance. The Equal Opportunity Division’s primary duties consist of the
coordination of departmental activities in the area of EEO and Civil Rights. The Director is a full-
time employee and devotes 45% of his duties specifically to EEO maiters. The current EEO Division
Director has been in the position for 8.8 years and has worked in the EEO, civil rights and

affirmative action for 28 years.

The Equal Opportunity Division Director has the overall responsibility for monitoring and
administering the Department’s internal and external training program in conjunction with other
personnel training for employees on matters of EEO, affirmative action and diversity for the
Department. The Equal Opportunity Director supervises a staff of eight (8) employees in the Equal
Opportunity Office. The EEO Director also has oversights for the EEO activity conducted in the
seven (7) Districts throughout Georgia. The seven districts are Gainesville (District 1), Tennille
(District 2), Thomaston (District 3), Tifton (District 4), Jesup (District 5), Cartersville (District 6),
and Chamblee (District 7). The Director serves on the American Association of State and Highway
Officials (AASHTO) Civil Rights Subcommittee and a member the American Association for

Affirmative Action.

The Director is a graduate of the AASHTO Management Institute and has received training from the
National Highway Institute, U.S.DOT Civil Right Office, FHWA Resource Center, and Office of
Federal Contract Compliance Programs.
The responsibilities include:
= Directs the administration of the internal and external equal opportunity programming for the
department’s Contract Compliance Program and Affirmative Action.
= Develops policies and procedures that will ensure non-discrimination practices in
implementation of programming activities and construction projects supported with federal-
aid.
& Monitors GDOT employment lo ensures compliance and fairness throughout the GDOT

employment, hiring and promotional process.
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= Investigates, counsels and mediates internal and external EEO complaints.

s Provides technical assistance to Contractors, and ensures compliance with Title V1 of the
1964 Civil Rights Act for the On the Job Training (OJT) programs and activities.

«  Conducts training in the arcas of EEO, affirmative action, cultural diversity. sexual
harassment. and workplace violence.

e Serves as Liaison between FHWA Civil Rights Office, GDOT, Commissioner, and State

Transportation Board.

RESTRUCTURING OF THE EEO DIVISION OFFICE:

The Assistant EEO Administrator (AA/Internal) is a full time position. Since 1976, the Georgia
Department of Transportation Office has operated with the Equal Opportunity Administrator acting
in a dual capacity for internal and external EEO matters; as well as Contract Compliance and
Disadvantage Business Enterprise issues. The recommendation to create a full time EEO Officer as
per Federal regulations has been reviewed and implemented. In July 2006, the Assistant EEO

Administrator (A A/Internal) was selected with the following duties and responsibilities.

Assistant EEQ Administrator (AA/Internal)

The Assistant EEO Administrator (AA/Internal) is the Affirmative Action (AA) Officer for GDOT.
Authority and responsibility have been delegated to the Assistant EEO Administrator (AA/Internal)
by the Division Director; he is responsible for the development and monitoring of the AAP as

follows:

= [Insure implementation of agency AAP.

»  Supervise the EEO Office and ensure that it has sufficient staff and budgetary resources to
carry out the EEO/AAP objectives.

= Recommend organizational EEO policy.

o Tn conjunction with the HR Administrator, District Engineers and Division Directors, he will
direct the administration of the reporting requirement of the AAP.

o Review and recommend final disposition of all formal complaints of discrimination filed

with GDOT, state and/or federal agencies by employees or applicants for employment.



e Design, implement and monitor internal audit and reporting systems to measure program

effectiveness and determine where progress had been made and where further actions are
needed.

Advise and consult with hiring managers to ensure that GDOT's commitment to affirmative
action guides decisions in the selection process.

Provide the Deputy Commissioner and Division Director quarterly reports of the progress
and deficiencies relative to agency goals. An annual update for GDOT will be submitted to
the Commissioner by August 30th covering the preceding fiscal-year goals and

accomplishments for approval prior to the October 15, FHW A submitial.

Staffing With AAP Responsibilities
The Title VI Environmental Specialist has been delegated the day-to-day responsibilities of the
 AAP by the Assistant EEQ Administrator (AA/Internal) as follows:

Responsible for enforcement of National Environmental Protection Act of 1969 and
Executive Order 12898.

Responsible to investigate Title V1 claims against contractors on federally-aided projects.
Analyze District and Division statistical data for adverse impact resulting from employment,
promotions, demotions, reallocations, etc. and prepare annual EEO reports. Prepare quarterly
reports summarizing agency-wide EEOQ/AAP data.

Develop and implement procedures for publicizing the AAP both internally and externally.
Assist Human Resource Staff in conducting Sexual Harassment Training for Central Office
employees.

Investigate all formal complaints of discrimination filed in GDOT's Central Office.
Coordinates GDOT programs and responsibilities to assure compliance with the Americans
with Disabilities Act (ADA), Sections 503 and 504 of the Rehabilitation Act of 1973, and
other federal laws and regulations pertaining to persons with disabilities.

Ensures that appropriate processes are in place to provide for the prompt and equitable
resolution of complaints and inquiries from GDOT employees, contractors and the public

regarding discrimination on the basis of disability
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Coordinates with the Office of Personnel on complaints alleging discrimination and non-
compliance under the ADA and other applicable federal and state laws regarding
discrimination on the basis of disability.

Provides guidance to GDOT’s staff, contractors and consultants to ensure fair, reasonable
and consistent implementation of Executive Order13166 “Improving Access to Services for
Persons with Limited English Proficiency”, Title V1 of the Civil Rights Act of 1964 to
protect people based on national origin, and the Title VI regulations regarding language
access.

Promotes a positive and cooperative understanding of the importance of language access 10
GDOT’s federally assisted projects, programs and services by providing and linking staff,
contractors and consultants to information, tools . and technical assistance regarding limited

English proficiency and language services.

The District EEOQ/AAP Review Officers will advise and consult with the Assistant EEO
Administrator (AA/Internal) and District Engineer regarding the implementation of the AAP. Fifty

percent of the District EEO/AAP Review Officers time is devoted to EEO responsibilities as

follows:

Develop implementation strategies to assist managers and supervisors in achieving their plan
objectives.

Review the implementation strategies and modify them as necessary to account for pertinent
legislation and judicial decisions, which mandate equal opportunity and affirmative action.
Investigate and recommend final disposition of complaints of discrimination filed with the
respective EQ Office. Work collaboratively with the human resources manager to resolve
issues discovered during the course of investigations.

Assist the EEO Office and Assistant EEO Administrator (A A/Internal) and the GDOT legal
council with the investigation of complaints of discrimination filed with the EEO Office,
EEOC, state, and federal agencies by employees or applicants for employment. Assist with

the preparation of documents for civil action in state or federal cowrt.
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The Human Resources/Personnel Administrator will maintain and provide personnel data to

administration on required documentation for AAP and EEO. In addition, responsibilities will

include maintaining an agency-wide reporting system(s), which will enable the Assistant EEO

Administrator (AA/Internal) to obtain quarterly reports for applicant flow, new hires, promotions,

agency initiated terminations, demotions and other disciplinary actions.

The Human Resources/Personnel Staff (Central Office and Districts) are responsible for

administering the requirements of the AAP on a day-to-day basis as it relates to recruiting, hiring.

promoting, compensation, benefits, disciplining, demotions, training programs, educational leave,

layoffs and other terminations. Monthly reports are supplied to the Assistant EEO Administrator

(AA/Internal) for review, consultation, and recommendations for corrective action, if necessary.

The HR/Personnel Staff’s EEO responsibilities are as follows:

Direct the agency's recruitment program and the implementation of targeted recruitment
activities to obtain a representative applicant pool for vacant positions.

Conduct pre- and post-audits of selections as appropriate to ensure that hiring managers have
adhered to GDOT's selection procedures.

Consult with managers to assist them in ensuring that all other human resources policies and
programs are administered in a non- discriminatory manner and in accordance with the AAP.
Maintain agency-wide reporting systems that will enable the EEO Office to develop
implementation procedures by which managers and supervisors will be guided in achieving

the plan objectives.

The Divisior: Directors will ensure that all personnel actions are administered in a non-

discriminatory manner and in accordance with the AAP. The Division Director’s EEQ

responsibilities are as follows:

]

FENXCCP Plan 2006

Review and monitor the division's personnel actions and employment statistics, as provided
by the Assistant EEO Administrator (AA/Internal), on an annual basis. When deficiencies are
identified relative to agency goals, they will conduct a joint review and implement plan for

corrective action.
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s LEnsure that all managers and supervisors have implemented strategies for achieving parity
for minorities and females in EEO categories where there is underutilization in accordance
with the AAP. This includes the hiring, promotion and disciplinary processes.

= Ensure that employee training and development opportunities are offered in a non-
discriminatory manner.

s Assist with the final disposition of complaints by implementing necessary corrective action

recommended by the Assistant EEQ Administrator (AA/ Internal) in conjunction with the
Director of EEO.

The District Engineers oversee the implementation of the AAP within their respective districts.
Their EEO responsibilities are as follows:
= Direct the development of implementation strategies for affirmative action. Submit an annual
assessment report to Assistant EEO Administrator (AA/Internal) by August I covering the
preceding fiscal year.
= Ensure that all managers and supervisors have implemented strategies for achieving parity
for minorities and females in EEO categories where there is underutilization. This includes
the hiring, promotion and disciplinary processes.
=  Conduct quarterly discussions of equal opportunity and affirmative action during staff
meetings. The District EEO/AAP Review Officer should maintain the minutes of these
meetings.
»  Ensure that all district managers and supervisors understand and are accountable for the
implementation of the AAP,
= Assist with the final disposition of complaints by working with the District EEO/AAP
Review Officers to implement necessary corrective action recommended by the Assistant
EEO Administrator (AA/Internal).
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D. Budget Equal Opportunity Division

The total budget for 2009-2010 is estimated to be $673,239.00. Salaries are estimated to account for
$574,438.00. The Georgia Department of Transportation budget office does not separate out the
differential between the EEQO and Contract compliance in the Equal Employment Opportunity
Division. The Federal Regulations basically calls for adequate resource to carry out the

responsibility of the EEQ function.

Other Budgctary Resources
Each Division and District are responsible for ensuring that adequate budgetary resources are

devoted to the affirmative action program implementation for their respective unit or district.

The Assistant EEO Administrator (AA/Internal) is responsible for development and control of the
EEOQ Division budget. The EEO Division has an adequate approved budget for the purpose of AAP

implementation.

The Human Resources/Personnel Administrator is responsible for development and control of the

HR Division budget.

The District Engineers are responsible for development and control of the budget for their respective

Districts EEO offices.

Training expenses arc coordinated through GDOT's Office of Strategic Development - Training &
Devclopment section. All mandatory training programs are included under the Human
Resources/Personnel section's general training budget. Therefore, no specific budgetary allocations

currently exist for AA program implementation training.

The AA and 1:O staff budget is estimated to be $140,050.00 which includes salarics/benefits,
supplics, travel, training and ccll phones
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1I. PUBLICIZING THE AFFIRMATIVE ACTION PLAN

GDOT is committed to effectively communicating its BEqual Employment Opportunity (EEO) policy
statement and Affirmative Action Plan (AAP) internally and externally. To ensure that all
administrators, managers, supervisors, employees, applicants for employment, and other interested

parties are aware of the equal opportunity policy and AAP, the following steps will be taken:

A, Internal Dissemination
The EEO policy statement and AAP will be distributed to all administrators, managers, Supervisors,

"

with 2 memorandum from the Conunissioner.

The EEO policy statement will be distributed to all employees. Employees may request a copy of
the AAP.

The EEO policy statement and AAP is included in the Department’s Transportation On-Line Policy
and Procedures Systems (TOPPS).

The EEO policy statement and AAP are distributed and discussed at new employee orientations.
This information is presented as a means of informing new employees of GDOT's commitment to

equal opportunity and affirmative action.

The EEO policy statement and AAP will be discussed in all agency sponsored training sessions,

including the Preventing Sexual Harassment in the Wotkplace training.

The EEO policy statement, as well as the Federal and State EEO posters, will be posted on all
GDOT general information bulleiin boards throughout the Department. Additionally, a statement

will be posted informing employees that copies of the AAP are available for review.

A quarterly report will be published on the GDOT website. The articles will cover general topics and
accomplishments for EEO and the AAP.
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B. Fxternal Dissemination

The Equal Opportunity policy will be distributed to external recruitment s
minority and female organizations. as well

ources such as the Georgia

Department of Labor, various colleges and universities,

as various community action groups and professional organizations. The Equal Opportunity and

Human Resources offices will be responsible for dissemination of the policy as well as meeting with

these organizations for recruitment purposes.

All advertisements for recruitment, job opportunity announcements, and recruitment literature will
on, such as EOE.

include the statement, " 47 Equal Opportunity Employer" or appropriate notati

The EEO policy statement will be located on the GDOT Internet Site via the link to GDOT career
opportunities. Copies of the EEQ policy statement will be available at job fairs, various recruitment

events and available to the general public upon request. Copies are made available to contractors,

vendors and consultants upon request.

ELOACCP Plan 2000 -
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1. AFFIRMATIVE ACTION PLAN PROCEDURES

A

Equal Employment and Affirmative Action Program Implementation

Ensuring equal employment opportunities for all persons, regardless of race, color, religion,
national origin, political affiliation, sex, age. or disability is the principal goal of the
affirmative action program. This section addresses the specific programs and strategies that

GDOT has developed to eliminate discriminatory barriers and to assist in the achievement of

that goal.

Recruitment

Recruitment of applicants for departmental positions is shared with the State Merit System of
Personnel Administration. The Merit System has prime responsibility for recruiting of
applicants for specialized and or technical job classifications.

Contacts are maintained with organizations and schools representing minority groups and
women. Representatives of the Department’s Personnel Office have visited numerous
colleges in the Southeast and historically black colleges and universities (HBCU), in an effort
to recruit minorities and females for Civil Engineering and Civil Engineering Technology
positions.

Recruitment literature is relevant to all employees, including minority groups and women.
Placement procedures are reviewed to insure that no discriminatory practices exist.
Employees are placed in work units based on the employee’s skill, ability and training
without regard to race or sex.

The Department currently cooperates with the Merit System of Personnel Administration in
test validation and other selection procedures by making available persons considered to be
experts in their field to assist in structuring tests and other selection procedures.

Merit System Regulation requires that one of the applicants within the top ten available

scores on the certificate of eligible be chosen.
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The AAP plan is designed to prohibit discrimination against employees and applicants for

employment based upon an individuals race. color, religion. citizenship, national origin, gender, age.

disability or ethnic background and prohibit sexual harassment.
Postings of employment opportunities are in a conspicuous location in every office.

Georgia Department of Transportation collects data on state and Districts offices on hiring,
promotion and training through a diversity initiative, which includes management training for all.
The monthly data collection is provided to the District Engineers for review to keep up with the
employment data in their perspective locations. The data also shows the following:

o Workforee Analysis —a workforce analysis showing the composition of DOT’s work force
by race and sex within job group categories (type of work) and organizational units.

o Utilization Analysis and New Hires —a utilization analysis which compares GDOT’s
current workforce with general workforce availability data to determine whether women or
minorities are underutilized within job group categories at GDOT. When underutilization of
minorities and women is identified, a placement goal is set to move towards adequate
representation.

o Underutilization and Corrective Action — discusses the causes of problem areas and details
current and potential corrective actions.

o Monitoring and Reporting System — provides a description of GDOT’s monitoring and
reporting systems to Administrators, Office Heads and Deputy Commissioner and
Commissioner.

The EEO Office provides additional information such as job group descriptions, workforce data as

needed for analysis the department.
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C. Selection

The Human Resources managers in conjunction with the Assistant EEO Administrator (AA/Internal)

will be responsible for implementing the following strategies for the selection process:

Conduct post-audits of selections 1o ensure that procedures have been followed, that documentation

is complete, and that the assignment of work and workplace are in a non-discriminatory manner.

Training in Selection Process - Ensure that managers and supervisors participating in the selection
process have received approved training in lawful selection practices, and practical application in the

sélection of employees. This is performed either through one-on-one training or actual course

instruction.

D. Promotion

The Assistant EEO Administrator (AA/Internal) and HR Administrator conducts quarterly reviews
of promotion actions to ensure that requirements, procedures and practices support EEO/AAP
program objectives and do not have a discriminatory impact.

a. The Department attempts to fill vacancies when possible by promoting from within the
department. Appointments from outside the department are only made when suitable
interested current employees are not available. All promotions are made on a
nondiscriminatory basis.

b. Promotions for pay grade 15 and above are monitored by, and must be approved by, the
Personnel and E. Q. Division before they become effective, (however, all positions are
subject to review by the Equal Opportunity Division). This procedure supports the EEO
Program objective and is carried out in a non-discriminatory manner.

c. The Department does not have a skills bank at this time. However, vacant positions are
advertised and the educational, experience. training and other requirements are included in
the advertisement. Employees who believe they are qualified and are interested are
encouraged to apply. A determination can be made as fo the applicant’s ability to perform the

job.
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d. All job classifications are periodically reviewed by the Merit System (o insure that
qualification standards are uniform and are not utilized to eliminate from consideration any
group of employees including minorities and women.

e. The Department currently posts vacancies conspicuously and any employee who feels he/she
is qualified is encouraged to apply.

£ Promotions by employees including, minorities and women are publicized in the GDOT

newsletter.

E.  Termination and Layoff
Terminations and layoffs include recalls, discharges, demotions, and disciplinary Actions.
Workforce reductions (layoffs) are governed by State Merit System of Personnel Administration

rules and regulations.

Merit System rule 12.600 states: “The appointing authority may lay off, furlough or reduce the time
status of an employee whenever such action is necessary by reason of shortage of work or funds,
abolition of a position, other material change in duties or organization, or 0 herwise. The order in
which an employee is to be laid off, furloughed or demoted shall be determined by the appointing
authority in accordance with the provisions of Rule 19. An employee being separated by reduction in
force shall be notified of the action as provided in Par. 19.105, (06-26-97/06-30-97); 4 uthority
O0.C.G.A. 45-20-3; 0.C.G.A. 45-20-3.1; 0.C.G.A. 45-20)".

Attached is a copy of the Merit System Rule 12 and Rule 19 in the Appendix.

1. Before any adverse personnel action, such as demotion or discharge becomes effective,
proper documentation must be developed and forwarded to the Personnel Administrator for
his review and approval. The E. O. Division has the authority to review all adverse actions.

9. When complaints are filed the appropriate management and supervisory personnel are
advised that any punitive action taken against the employee as a result of the complaint is
illegal.

3. The Office of Personnel and the Merit System maintain employment records of all GDOT
employees. This data includes information relative to terminations, demotions, appointments,
reclassifications, transfers, promotions and suspensions. Personnel actions involving

employee change of status is available.
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The Assistant EEQ Administrator (AA/Internal) conducts quarterly reviews of all terminations
(including layoffs) to ensure that requirements, procedures and practices support EEO/AA program

objectives and do not have a discriminatory impact for minorities or women.

¥.  Training and Career Development
a. The Skills Development training program offered by the State Merit System and attended by
GDOT managers and Supervisors includes a one-day segment on EEO, Affirmative Action,
and Cultural Diversity.

b. Also included in the above-referred training program is a segment dealing with proper
interviewing techniques. The Merit System also offers a training program on proper
interviewing techniques. The GDOT Human Resource/Personnel offices conduct workshops
on proper interviewing techniques for supervisory personnel.

¢. Training and education programs are designed to provide the employee with the background
necessary to advance within his/her career field, perform at a higher level of efficiency
within his/her current job or both. The career goals of employees are considered when
selecting candidates to aitend training programs.

d. The Department’s Training Office advises Division Directors and Office Heads of
available training and educational programs. Data relative to minority and female attendance
is collected and reviewed by the Training Office to ensure that programs are made available

to eligible employees in non-discriminatory manner.

GDOT sponsors internal and external employee development programs to enhance the personal and
professional growth and development of our supervisory and non-supervisory employees.
Employees are advised of available training programs via the Training and Development intranet

site, emails and various postings on bulleting boards in conspicuous places.

GDOT will seek to train and offer development opportunities to all employees to enable them to

beiter perform their current job and prepare for increased responsibility utilizing the following:

ERQ/CCP Plan 2006
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In-House training is designed to enhance the abilities of employees and managers o perform current
job duties and develop additional skills as preparation for opportunities for career advancement.
Courses that are currently available include National Highway Institute (NHI), FHWA and
AASHTO sponsored training.

All managers and supervisors will be required to participate in EEO training which will cover the
AAP. the overall EEO program, the administration of policies and procedures incorporated therein,

individual responsibility, and Federal, State and local laws relating to EEO.

The Assistant EEO Administrator (AA/Internal) receives semi-annual reports of the total training
hours utilized as well as the total participants receiving training, to ensure that all training
opportunities are being offered to all employees on an equal basis. If it is determined that there is
adverse impact, further analysis will be done to determine where the deficiencies are in terms of how
information concerning available training is disseminated, what criteria is being utilized to determine
who is eligible for training, and insure that the approving officials are being consistent in their

approval process.

G. Disciplinary Actions
The procedures for disciplinary actions are described in the Merit Systems Rule 15 (see attachment).
It is GDOT's objective to promote the well being of its employees in the workplace and to maintain

high standards of professional conduct and work performance.

Accordingly, this policy sets forth (1) standards for professional conduct (2) behavior that is
unacceptable, and (3) corrective actions that agencies may impose to address behavior and

employment problems.

Managers and supervisors will consult with human resources to ensure that they are in accordance
with all disciplinary actions under the Standards of Conduct and Performance are applied in a non-

discriminatory manner.
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The Assistant EEOQ Adminisirator (AA/Internal) will conduct quarterty reviews of all disciplinary
actions (including demotions) to ensure that requirements, procedures and practices support

EEO/AAP program objectives and do not have a discriminatory impact.

Quarterly reports will be generated and maintained by the Assistant EEO Administrator
(AA/Internal) and District Review Officers of all disciplinary actions including total number, name,
address, phone number, demotion date, race, sex, job category, type of disciplinary action and reason

for the disciplinary action.

H. Job Validation Process
Application Process Flow Chart:
o Vacant position is advertised (internally and/or externally)
o Applications are received by mail, interoffice mail, or hand-delivered
° Seleétion Rating Guide is obtained (Jist of interview questions/rating qualifications)
o Manager Pre-screens (optional)
o Interviews are scheduled and conducted
o Selections are made
o Selection packages for pay grade (PG) 15 and below are approved by the Office
Head/District Engineer (exceptions for Assistant Area Engineer — PG 15)
o Selection packages for pay grade 16 and above (including Assistant Arca Engineer, PG 15)
are approved by the following:
o Office Head/Deputy Commissioner
o Personnel Director
o Equal Employment Opportunity Adminisirator
o Commissioner

e Selected candidate is offered position

GECICCE Plan 20G6 -
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1IV. AAP MONITORING AND EVALUATION PROCEDURES
As part of the annual AA program reporting, the Assistant EEO Administrator (AA/Internal) in

conjunction with the IR Administrator will conduct periodic reviews of the performance evaluation
process to determine its objectivity and effectiveness. This will include a statistical analysis
annotated by race, gender, and whether the employee was given a performance rating of exceed,
met, or did not meet. If deficiencies are discovered, further analysis of program policy and process
will be conducted. This will include a review of what criteria are being utilized to determine
performance rating and whether approving officials are being consistent in their approval process.

Modifications will be made as needed.

As part of the affirmative action program implementation, a factor will be added in the performance
appraisal system to ratc managers and supervisors performance in discharging EEO program
responsibilitics. The factor will be added as a core responsibility and given a weighed percentage or
his/her overall responsibilities. During the cvaluation process the manager/supervisor will be given
and individual rating for his/her performance with this responsibility. In accordance with the current
cvaluation procedures they will receive a rating of exceed, met, or did not meet, in GDOT's mission

to ensurc cquality in its employment practices.

A.  Accountability for Managers and Supervisory Personnel: Performance

Appraisal System and EEO/AAP

‘The Georgia Department of Transportation Performance management cvaluation short form (one
page) was adopted 2002/03 cycle period. The adoption of this form eliminated reference to EEQ
and required one signed form to be utilized. The form makes no differential between supervisory
and non-supervisory positions. The EEO responsibilities were not included in the management
review unless it was written in the individual job description. However, GDOT has reviewed the
appraisal, and have determined that an evaluation of cach management employee’s monitoring,
enforcement and communication of Equal Employment Opportunity principles, laws and policies
shall be conducted as a part of the annual performance review. This policy shall apply to employees

holding positions at the level of Office Head, including District Engineer and above and is effective

with the rating period that begins July 1, 2008 and all thercafier.
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B.  Monitoring and Reporting
All employment applications and recommendations for hiring and promotions are subject to review

and sign-off by the Equal Employment opportunity Division.

in this regard, all pay grades of sixteen (1 6) and above are approved by the EEO Division Director
or Assistant EEO Administrator (AA/Internal) in the hiring process.

All records are maintained by race and sex.

1. Internal Reporting System

The Human Resources managers are responsible for maintaining an agency-wide reporting system
that will enable the Assistant EEO Administrator (AA/Internal) to develop implementation
procedures by which managers and supervisors will be guided in achieving the plan goals and
objectives. Statistics are maintained using the five major racial/gender groups, categorized by EEO-
4 occupational categories. Reports are {ransmitted to the Assistant EEO Administrator (AA/Internal).
These reports contain agency-wide statistical data for new hires, promotions, terminations, training,

and overall employment.

Quarterly status reports are then transmitted to the Assistant EEO Admnmstrator (AA/Internal). The
status reports will contain an analysis of the statistical data for the district, results achieved toward
established objectives, the identification of particular problems encountered and recommendations
for corrective actions needed. The Title VI Environmental Specialist will evaluate the reports
received to insure that established goals and objectives have been met for the preceding quarter as
well as establish goals for the ensuing quarter.

These reports are also used to alert reviewing officials of areas where underutilization exists.

2, Annual Evaluation
The major objectives of the EEO Program evaluation are:

1. Identification of potential problem areas by reviewing employment statistics and other

indicators;

2. The evaluation will consider results accomplished and efforts made by divisions and districts:
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3. The evaluation will identify problem areas and will include recommendations to solve identified
probiems;
4. Statistical data by district and general office is developed on a regular basis by the Personnel

Office and forwarded to the EO Division.
This information becomes the basis for reports to management and is sufficient to evaluate the
effectiveness of the EEO Program.

5. The Equal Opportunity Director will make an annual report to the Commissioner and appropriate
departmental personnel containing over all status identification of potential problems with

recommendations for corrective actions.

The Equal Opportunity Division Director and /or the Assistant EEO Administrator (AA/Internal)
presently reviews all promotion requested for managers and supervisors to determine equal

opportunity compliance.

An internal reporting system will be developed to continually audit, monitor and evaluate programs,
which are essential to the success of the AA program. This system provides for the establishment of
AAP action items, EEO goals, timetables and periodic evaluations, which will be monitored by the
EEO/AAP Administrator. The following procedures will serve as the framework and management
tool to be used at all levels in the organization to actively implement, measure and evaluate program
progress for specific action items that represent EEO program problems and deficiencies within the

organization.

The Assistant EEQ Administrator (AA/Internal) will ensure that the program and plan are reviewed,
evaluated and updated to reflect changes in organizational structure and responsibilities, status of
compliance activities and any new policies or procedures. The Assistant EEO Administrator

(AA/Internal) will utilize the tools as outlined below, as means for guiding the review,
This will include a review of the goals and objectives that were established the previous year and the

status or the extent to which they have been accomplished and if necessary, an anticipated

completion date.

EEQACCE Plan 2000
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All statistics that were produced on a quarterly basis including EEO-4 data, new hires, promotions.

training and terminations will be complied into one assessment report in order to conduct and annual

assessment of the program and to establish goal and objectives for the ensuing year.

Following the various analyses stated above, if problem areas were identified, those areas would be
prioritized for corrective action according to business need and fiscal feasibility. This will become
an interactive process involving Division and District EEO/AA personnel, HR personnel,
management as well as employees. This will also include a review of the affirmative action plan to

determine if the plan is adequate to provide solutions or if additional monitoring procedures are to be

implemented.

Once the annual evaluation has been completed, the information will be published for all employees
via agency-wide email notification, employee newsletters, posting on the EEO Division infranet

website. Employee feedback and suggestions will be solicited in a confidential manner.

The Assistant EEO Administrator (AA/Internal) will review and evaluate the affirmative action

program annually as follows:

The District Engineers will submit an annual assessment report (0 the Assistant EEO Administrator

(AA/Internal) by August 1st covering the preceding fiscal year.

This review will include overall status of their respective districts, review and analysis of all
personnel actions for their respective districts, results achieved toward established objectives, the
identification of particular problems encountered and recommendations for corrective actions
needed. The Assistant EEO Administrator (AA/Internal) will reviewthe information submitted and

if necessary, provide feedback for corrective action.

As a result of these reviews, numerical goals and objectives will be established by the Assistant EEO
Administrator (AA/Internal) for the ensuing year, in conjunction other individuals identified as

having significant AAP responsibilities.
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The Assistant EEO Administrator (AA/Internal) will also conduct a review of the agencies policies
and procedures that guide employment decisions, to ensure that no disparate impact exist, whether
intentional or not. Goals and objectives will be developed for the agency as whole, as well as for

cach District and Division, as needed, as a result of the needs assessment that will be conducted.
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IV. COMPLAINT PROCEDURES

Employees and applicants for employment who have cause 10 believe that Ithey have been treated
unfairly due to race, color, religion, national origin, political affiliation, sex. age, or disability may
file an employment discrimination complaint at the Central Office EEO Division or at any District
EEO Review Officer. In addition, they are notified that in accordance with Title VIL, Section 704(a)
of the Civil Rights Act of 1964, as amended. GDOT prohibits retaliation against anyone who files a

complaint or who participates in an investigation.

Discrimination complaint procedures are included in notices that are posted on bulletin boards in
common areas and posted on the EEO Division website. The procedures include the names,
addresses, and telephone numbers of the Assistant EEO Administrator (AA/Internal) and District
EEO/AA Review Officer. Also, state and federal EEO posiers are displayed on bulletin boards at all

locations.

All complainants are encouraged to first discuss their allegations with their immediate supervisor
and attempt informal resolution. However, if the complainant does not feel that it would be in his or
her best interest, they may contact the District EEO Review Officer, Assistant EEO Administrator
(AA/Internal), or the Title VI Environmental Specialist in the Central Office. The District EEO
Review Officer, Assistant EEO Administrator (AA/Internal), or the Title V1 Environmental
Specialist will then meet with the complainant to discuss the allegations and to determine if there is a

Jegitimate discrimination complaint.
A copy of complaint procedures are attached in the Appendix.

Other Personnel Actions

1. The Georgia Department of Transportation provides information on EEO counseling and
complaint procedures to all employees via the Employee Handbook, bulletin board notices, and
orientation programs. The Department utilizes a formalized complaint procedure for processing

employee complaints based on race, color, creed, religion, sex, national origin, age, or handicap.
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The Department also provides an impartial hearing panel, for those complainants who wish to
appeal a decision.

A procedure to process complaints alleging discrimination based on race, color, religion, sex,
national origin, age, or handicap has been developed. The procedure provides for an impartial
body to process the complaint.

. The system utilized in processing grievances and appeals is outlined in the Department’s
complaint procedure. Appeals can also be processed in accordance with Merit System Rules and
Regulations.

Manager's and supervisor’s performances are rated on their total performance, which inciude the
execution of EEO related responsibilities. A procedure for evaluating managers and supervisors
on their EEO responsibility has been developed.

The performance appraisal program is reviewed regularly by the E. O. Division to insure the
objectively and effectiveness of the program.

. All employee benefits: sick leave, annual, leave, compensation, retirement, etc. are provided to

employees in a non-discriminatory manner.
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PRESENT WORKFORCE FOR GDOT DISTRICTS

DISTRICT

As of Date

% Minority

% Female

1

8/11/2009

15%

10%

486

DISTRICT

2

8/11/2009

50%

18.40%

572

DISTRICT

8/11/2009

41.10%

13.10%

3

594

DISTRICT

8/11/2009

42%

16%

4

562

DISTRICT

8/11/2009

25.40%

17.00%

5

536

DISTRICT

8/11/2009

8.00%

16%

6

415

DISTRICT

8/11/2009

81.20%

24%

{

430




